BOSTON DIGITAL BRIDGE FOUNDATION

Starting Microsoft Word

CONNECTING PEQPLE WITH THEIR POTENTIAL

Microsoft Word is a word processing program. It is similar to WordPad, but has many
more options, including a built-in Spell Check, more formatting choices, and a

Thesaurus.

You can start up Word in many different ways.

Here are 2 methods:

2. Click Microsoft Word.

1. Click Start.

OR

3. Click Microsoft Word.
2. Click All Programs.

1. Click Start.

\

You can also create a shortcut for Word on the desktop:
1. On the Start menu, click All Programs.

2. Right click on Microsoft Word and select Send

To > Desktop.
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A shortcut will appear on the desktop. You can then
double-click on that icon to start Microsoft Word.
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BOSTON DIGITAL BRIDGE FOUNDATION

The Microsoft Word Screen

CONNECTING PEQPLE WITH THEIR POTENTIAL

Minimize, Restore/ Maximize,
and Close Buttons for the

When you start Microsoft Word, the program opens up to the following screen: Microsoft Word proaram
Title Bar
\bl_IEIEIII-IIlI@IPJI@I@ =05, Minimize
Menu Bar J@FHB Edit Yiew Insert Format Tools Table Window Help ;[il_lA/ Restore/Maximize,

and Close Buttons
for Document
Window.

Standard Toolbar__—¥% [

/HT Mormal
(e

Formatting Toolbar

Document text —

area : Word automatically opens a blank document

when you open the program. As long as you see

a cursor here, you can start typing.

Scroll Bars
Remember, hit the Enter key when you want to

start a new line or new paragraph.
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Status Bar
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Program Minimize, Restore/Maximize, and
Close Buttons: these buttons control the
Word program window only. Click on the

Title Bar: Displays the program name (Microsoft Word)
and the document name (Document1)

¢ close button (X) to exit Microsoft Word. \
L Word - TGH@School - Microsoft Word - |0 =]
J File Edit “Wiew Insert Format Tools Table window Help ’5||
Menu Bar: Clicking on any word in the Menu bar (File, Document Close Button:
Edit, View, etc) opens a new menu with different Click on the close button (X) to
commands to choose from. close the current Document.

Standard Toolbar: Contains a group of buttons that
perform common tasks like saving and printing files.
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Scroll Bars and Arrows: Use these to see the portions of your

document that are outside the view of the document window. \
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Formatting Toolbar: Contains a group of buttons that allow
you to make basic formatting changes to your document.
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Drawing Toolbar: Special toolbar that allows you to add
shapes, lines, arrows or WordArt to your document.
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Status Bar: Displays the current page number, the total number of pages in the document, and other
details about the positioning of the insertion point in your document.
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CONNECTING PEQPLE WITH THEIR POTENTIAL

Follow these steps to save a document for the first time:

W Microzoft Word - Document2

. . ) /“% Edit Wiew Insert Format Tools Table indow Help
1. Click on File in the (D0 e — B o o B
Menu bar. =" Open.., Ctrl+0 m o7 om Hg

3

v 14 |r
R

K 4

Sawe as HTML. ..
Wersions, .,

2. Click on Save in the
File menu.

Pags Setup... ve this document]
@, Print Prewview

- & mint... Chrl+P

Send To 3
Properties

1 Ctiedgewater place
2 C\circuit city
3 word screen

4 using word

=|E
Exit

| orer—r— e N N O E 4| & -L-A-ES=E0 g

[Page 1 sec 1 yr o fae tn1  col 3¢ |[rEC [RK|Em [ovm | [wenl [ G

=] Staltl L2} My Computer IIWMicmsoﬂ Word - Doc. .. ﬂ@% 12:34 PM

OR

1. C|ICk on the Save e S | ‘E File  Edit Eiewéﬂsert Fgrmalonls ;ble Window Help 7 ;'il_);'
X ? 62 ; KD v O - i =]
icon on the Standard ST AT e L] o
Mormal = Arial - 14 v| B I 0 HEEE
toolbar. )
El L R B R

| am ready to save this document!

Adtoshapes + ™, \DO‘|&vivévE:E.m|
[Page 1 sec 1 1 far” in 1 ool 3¢ |[REC|[EE | B | e e | |Gl
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The Save as dialog box appears:

Save As

Save in: |£ Deskkop

Iy Computer E;:I tables
.',;.'_EI_ Mebwork Meighborhood @using my compuker

| Jackie's Folder @using wiord
..... My Eriefcase using wordz
creating folders @wnrd SCreen

Save I
Cancel |
Qptions., ., |
Save Yersion. .. |

File narme:

Save as tvpe:  |Word Document

Ll L

Step 1: Click on the black arrow at the
end of the Save in box to choose
a save location.
o Choose 31/2 Floppy A: to

Step 3: Click on Save to
execute the save.

ﬁ Deskiop

My Computer

save to a floppy disk,
e Choose C: to save to the hard
drive, or
e Choose a folder you've
created (such as Jackie’s
Folder) to save the document
inside that folder.

Ppi=) 31: Floppy (A:)
(i)
& (o)
=2 Programs on "Serverl' (E:)
Mebwork Meighborhood
(L] Jackie's Folder
2% Inkernet Locations (FTR)

Cancel |
Options. .. |
Save Version... |

6=l] AddjModify FTP Locations ¥
File name: |d0c2 A LI
Save as type: IWord Dioy-urnent j

Step 2: Click in the File name box to type in a file
name. Be sure to give your document a
meaningful name—one that says something
about what the document is. For example, the
file name for my resume is resume.
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Opening Files in MS Word

CONNECTING PEOPLE WITH THEIR POTENTIAL

Opening an existing file in Word is similar to saving a file in Word.

W Microsoft Word - Document2

/ﬁ@ Edit Wiew Insert Format Tools Table Window Help

[ mew... Chrl+M - Cu o |

8 o X
Mo Qpen. ..

n==

1. Click on File in
the Menu bar.

R n Save Chrl+S
. ) S As...
2. Click on the / M et

option Open. D versios.
: Page Setup...

T @ Prink Prewview

o | & print... Crl+P

T Create Adobe PDF... b

I

2

z Send Ta >

Properties

1 editing text.doc

2 C:iMy Documentststory starters, doc

3 using a search engine, doc

4 copying and pasting images to word, doc

Exit

“ Draw - [}; Co,

[Page 1 Sec1 11 [a£ 79" Ln13 Col 1 e A IR
ﬂl“ ﬂ e ﬁi‘ @ '@ |J|WMit:msoﬂ Word - Doc.__. ||®<H_E:)E‘,h 2 02AM

copying and pasting images ko w Cpen

Open
/ Lok in: |[“_‘| Class & =] @lll | 58 & EI
3. The Open dialog i il
box appears. B _ el |
_ tdvonced. .|

ﬁ haormework helpers.doc
T scavanger hunt.doc
@ using a search engine. doc

Advanced...

|
Find Files that match these search criteria:

File name: || j Texk or property: I j Find Mow |
Files of type: IWord Documents (*.doc) j Last modified: Ianv timne: j New Search |

|s fil=(s) Found.
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4. Click at the end of the
/ @editing

Look in: box to
choose the location
where your file is
stored.

5. Click on the 31/2
Floppy (A:) Drive if
you want to retrieve a
file from a floppy disk.

6. Click on the file that
you want to open.

7. Now, click on the Open
button to open the file.

Note: Follow the same
steps to open a file on
the Hard Drive.

= A common folder for
documents to be
saved in on the hard
drive is the My
Documents folder.

Open

Look in:

I[:I Class &

- [l

F sFEop

@ home

T hame /vg Pl
%}Rfé 1 curriculum
using ] Class &

[F audio co oy
Metwork Meighborhood
ﬁ My Documents
5 My Briefrase

Internet Locations (FTP)
=) AddMadiFy FTP Locations

Find files th

1) Rl

ﬂ Open |

Cancel

i

Advanced. .,

=

File name: I

j Text or properky: I

j Eind Mow |

Files of type: IWord Dacurnents {*.doc)

j Last modified: Iany tire

j Mew Search |

|s file(s) Found.

Open [ 7] x|
Look in: I@ 34 Floppy (4:) j @lll =
\l Mame /L‘"? Spen I
[ wendy

o i
@ bee.doc

Foular Mo, doc

@ citizen.doc
@ cif . doc

@ commaorwealth, doc
@ dorchhouse.doc

4

/

Find files that match these search criteria:

Cancel

Advanced. .

i

o

File narne: I

j Text or properby: I

j Find Mow |

Files of type: IWord Documents (*.doc)

j Last modified: Iany time

j Mew Search |

| 15 file(s Found.

Open
Lookin: [ my Documents W -] ] Q4 1| B Jeal
EDesktop =
Nar?:dex B My Computer :I | S I
@ inded q My Digital Camera Cancel |
| =4 3% Floppy (&)
@ falan = () Advanced. .. |

may jL__'
/%m B2 Audio CO (D)

E|:| Ol E _Network Meighborhood
@ open f iy My Documents
@ quebe Ey My Brisfcase

@ RE tral nternet Locations (FTF)

j=|‘ =l addiModify FTP Locations

i

Find Files that match these search criteria:

File narme: I

j Text or property: I

Eind Mow

Files of bype: IWord Documents {*.doc)

j Last modified:

Iany kime

il
=
-

i

New Search

16 File{s) found.
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If you can't find a file that you saved, your best bet is to go to Search in the Start Menu:

1. Point to Search in the

Start Menu.

B Search Results
File  Edit Yiew

Search Companion

Favarikes  Tools  Help

p Search

X Name

E Microsoft Word
’ Internet
Internet Explorer
[# 5] E-mail
Outlook Express
Microsoft PowerPoint

@ Feurio! CD-Manager

Motepad

MakeCD 2.0
Morpheus 1.9
America Onling 7.0

System Information

CHEe

All Programs D

@ mkw Audio Compression Tool ‘l

'J My Documents (2
'O) My Pictures

:& My Music

g‘l My Computer

g My Network Places

g’ Control Pane!
@J} Help and Support

a Experience YAIO

“.- Folders v

In Folder

© To start wour search, Follow the instructions in the left pane.

Size | Type D

What do you want to search
for?

Pickures, music, or video:

Docurments (word
processing, spreadsheet

e
Al Fles and Folders

Computers or people

@) Information in Help and
Suppart Center

‘fou may also want ko,

Q Search the Inkernet

A search window will appear asking
you what you want to search for. |
would like to find a Word Document
so | will select:

Documents (word
processing, spreadsheet,
etc.

Change preferences

@ Learn maore about Search
Caompanion
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B Search Results

File Edit view Favorites Tools  Help

\J Eack \J |3§3 p Search

Search Companion x

Mame

search by any or all of the
criteria below.

Last time it was modified:
(%) Don't remember
() Within the last week
() Past month

() Within the past year

All or part of the dacument
name:
‘¥ou may also want ta...

Use advanced search
options

B Search Results
File

Edit

|\) Back. \)

Search Companion

Favorites  Tools  Help

¥ ‘ O search

Wiew

There were 7 files found.
Did you find what you
wanted?

Yes, but make Fubure
searches faster

Mo, refine this search and...

Change file name or
keywords

Include hidden and system
files

p Start a new search

that | wrote about peace, so | type
/ p yp

[L Folders -

In Folder Size  Type

To start your search, Follaw the instructions in the left pane.

Another screen appears and asks me
for some hints. | want to find a story

‘peace’ in the square and press
Search.

HE‘ Folders v

PEACEKEEPER.
LAy Documents'Phillip

PEACEKEEPER1
LAy Documents'Phillip

PEACEKEEPER.
LAy DocurmentsiPhillipiPhillip

PEACEKEEPER1
LAy DocurmentsiPhillipiPhillip

a peace of utopia's heart part 1
LMy DocumentsiPhilliph Stories

B

Peacerkesperz
[y DocumentsiPhillip

Peacerkesperz
[nAMy DocumentsiPhilliptPhillip

Several files appear that contain the
word ‘peace’. | choose on the one |
want by double-clicking it. This
opens the document.
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=] [Editing Text in MS Word
s ]

CONNECTING PEOPLE WITH THEIR POTENTIAL

Tab Backspace Delete Home End Page Up  Caps Lock
Light

Caps Lock Shift Enter Arrow Keys Page Down
e Up Arrow
Down Arrow

[ )
o Left Arrow
e Right Arrow
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Key

What It Does

Tab Moves the insertion point one half inch every time it is pressed.

Backspace Deletes text to the left of the insertion point.

Delete Deletes text to the right of the insertion point.

Home Moves insertion point to the beginning of the current line.

End Moves insertion point to the end of the current line.

Page Up Moves insertion point up one screen.

Caps Lock Light This light will be on when you are in Caps Lock mode.

Up Arrow Moves insertion point up one line. Hold down to move up several lines.

Down Arrow Moves insertion point down one line. Hold down to move down several lines.

Left Arrow Moves insertion point left one character. Hold down to move several spaces left.

Right Arrow Moves insertion point right one character. Hold down to move several spaces right.

Enter Moves insertion point down to a new line to start a new paragraph.

Shift Hold down the Shift keys while typing a letter to make Capital letters or to make the special
characters found above the numbers and letters on the keyboard.

Caps Lock Use Caps Lock to type several Capital (or Upper Case) letters in a row.

Page Down Moves insertion point down one screen.
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Selecting Text In Microsoft Word

CONNECTING PEQPLE WITH THEIR POTENTIAL

You can easily delete or replace text in a document by selecting text. When you select
text with your mouse, it looks highlighted. You must also select text whenever you wish
to make formatting changes to a word or words.

In this example, | want to delete an entire word:

W Microsoft Word - Document2 =] %]
iEﬁile Edit Wiew Insert Format Tools Table Window Help ;Iilll
. Click your mouse DEHERY L BBI -

pointer in front of Nori v Arial ~14 7B IU|ES

the word or words (]

you want to

select.

HOld down the \E-;\;rlw:tr; ou wa\r;titauy%ﬂgﬁ%iggurdeleteawurd,selectme text you want to

mouse button and
drag the mouse
pointer over the

text. :
. The selected ty
will appear :
highlighted. 3
é|E =] =] 4
. To delete the [oraw~ Iy & | aoshapes- N N OO E 4l - L-A-==E B @
selected text, hit [Page 1 Sect o Fere e e a i ER BT e
the Delete key On iﬁﬁlall”J ﬂ g I‘_;.f] @ '§2 |J|WMicmsoﬂ Word - Doc. .. ||<9$©ﬂﬁt)ﬂ 322 PM
your keyboard.
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Formatting Text in Microsoft Word

>

CONNECTING PEOPLE WITH THEIR POTENTIAL

You can change the how text looks in a document to improve the look of the document,
help to convey an idea, or express your creativity. One way to change how your text
looks is to change the font. Fonts are special designs for characters.

Here are examples of the same text using different fonts.

Font Name Text

Comic Sans Serif Tech Goes Home
French Script Jech Goas Home

Times New Roman Tech Goes Home
Arial Tech Goes Home
Rage Italic Vech Joer Home

The fonts listed above are typical fonts installed with Microsoft Word.
® Comic Sans Serif is a more playful font
® Times New Roman is the standard business font.
® Arial is a simple, easy-to-read font--it is also the font used in the Tech Goes
Home handouts.
® Znge Hatic belongs to a class of fonts that look like someone's handwriting.

®  Junch Seupt is excellent for designing your own formal invitations.

Besides changing the font, you can change the font size to make text look bigger or
smaller or you can change the font style to emphasize text.

Font Size Examples:

Font Size Text
12 Tech Goes Home
14 Tech Goes Home
18 Tech Goes Home
24
Tech Goes Home

Note: The larger the font size, the larger the text appears.
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Font Style Examples:

Font Style

Text

Bold

Tech Goes Home

[talic Tech Goes Home
Bold and ltalic Tech Goes Home
Underlined Tech Goes Home

To change the font:

1. Select the text you want to make changes to by clicking and dragging over it with

your mouse pointer.

W Microsoft Word - Document3 =] %]
iEﬁile Edit Wiew Insert | Format Tools Table Window Help ;Iilll
, D@nlgaggllgeﬂg =R
2. CI'Ck on Mormal * Arial =1 Baragraph... 1) ”EEE = E = = &= *_E| - e A
F t . th 21— Bullets and Mumbering. .. 2
ormat in e Borders and Shading. .. '3'4'5'5_ g

Menu bar.

£E cColumns...
Tabs...

[SraE Ea

-read font, for all my Tech Goes Home handouts. Meadiak
at ook like someone's handwriting. The Sipoma font is
ificates, but keep inmind that it is difficult to read in large
opriate far an entire page oftext. The rasessen font is

Click on Font/

in the Format
menu.

llﬁ ek DECEET
Change Case. ..

@ AutoFormat. ..
Style Gallery. ..
Skyle. ..

@ Background...

P oiject,,.

-designing your awn party invitations.

H:IEEK
“D[awv [3 Coj|AgtUShapesv\ \DO‘|&v£vévE:§.e|
[Page 1 Sec 1 i [[eezat n3 cdt ([l e

iﬁﬁlall”J ﬂ e I‘.;ﬂ @ '§2 |J|WMicmsoﬂ Word - Doc.__.

||<E—©EEI)(H 3:44 Ph
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4. The Font dialog box opens.

Choose font style here. Select a font size.

Faonk | Character Spacing | Anirnakion |
Select a font from Fort: skl .
.. onk skyvle: ize:
this list. = =
IReguIar 1z
3 s
9
10
11
-
Click h ¢ Underline: Color: Pick a color
ICK here 10 ]
4khu:une} j . futo < | other than black
choose from a
lection of different Effects for text here.
se [ Strikethrough [~ shadow [ Small caps
types O_f ) [T Double strikethrough [ Cutline [ &l caps
underlininn [ Superscript [~ Emboss [ Hidden
[ subscript [~ Engrave
Preview
The preview box ————% Arial
shows you what
your selections will
look like. Thiz iz a TrueType Font. This font will be used on both printer and screen,

Defaulk, .. | OKi I Cancel |

5. Click OK to accept the
font changes.

You can also make font changes from the Formatting toolbar.

Font Bold Center Text Color

~a

|
“I"-.In:urmal - arial A Bl B BIHH%%EE =:;§+;§+;§|va¥;,
P )
Font Italic Align Align
Size Left Right

Underline
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Aligning Text in Microsoft Word

CONNECTING PEOPLE WITH THEIR POTENTIAL

Aligning text allows you to position text on a page quickly and easily.

There are four alignment options in Microsoft Word:

Alignment | Example Description

Left XXXXX All lines are even at the left margin but are
XXXXXXXXXX ragged at the right margin
XXXXXX

Center XXXX All lines are centered between margins

XXXXXXXXX
XX
Right XXXX | All lines are ragged at the left margin but are
XXX | even at the right margin
XXXXXXXX

Justified XXXXXXXXXXXX | All lines are even at the left and right margins,
XXXXXXXXXXXX | except for the last line of the paragraph.
XXXXXXXXXXXX | Usually text in the columns of newspaper or
XXX magazine articles is justified.

You can change text alignment by using the Formatting toolbar:

Left Center

\

“ Mormal - Arial -1z =B I U

i
=
T

il
i
i
i
]
>

|.v£v -

Righ Justify

Alignment can be changed before or after text is typed:

1. To change alignment before you type, click on the alignment option you
want on the Formatting toolbar before you start typing.

2. To change alignment after you have typed text, select the text with your
mouse first, then click on the alignment option you want on the Formatting
toolbar.
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Using Page Setup

CONNECTING PEQPLE WITH THEIR POTENTIAL

The Page Setup option in Word allows you to change the margins in your document
and make changes about your paper size and orientation.

To open the Page Setup dialog box:

W Microsoft Word - using page setup ME B
File Edit “iew Insert Format Tools Table Window Help =1
1. Click on File in [DE e ci
Qpen. .. Chr+O
the Menu bar. o e

u Save Chrl+5

Yersions. ..

Setup in the
File menu.

=
2. Click on Page l save is.

e Using Page Setup
Iﬁ Print Preview Cfass 10

& print... Chrl+p

Send To 3

Properties

1 using page setup
2 aligning text p optian in Word allows you to change the margins inyour
n X . make changes about your paper size and orientation .

3 CheurriculumiClass 9 Formatting best

4 C:iMY DOCUMENTSYCIRCUIT CITY hge Setup dialog box

n Exit

Bl E =R
”D[awv%c-j|ngt05hapESV\\DO4|&v£v&vEE‘;.e‘
[Page 1 Sec 1 T T i EE e

=] Slalll IW Microsoft Word - usin._. ‘ U Mﬂ@‘) 937 AM
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. You can choose also choose

The Page Setup dialog box will open.

To change the Margins in a document:

Page Setup K E2 i
- Tochange the - fizins | paper Sze | paper source | Lavout |
margins of your .
document, click on Top: [1" =] [Freview
the Margins tab. Bottom: [ =] =
. All new documents —
start with the Left: 1.25 —
margins shown Right: §1.25" =] —
here—these —
numbers are in oo for = e
inches. rFrom edge
. To change a margin, | Header: o= =
click on the up or | Footar: o5 =] | A&eelytes [vwhole document -]
down arrows next :
to its inch ™ Mirror margins
measurement. The
larger the number, Defaul.. | ok | cancel |
the bigger the T
margin.

4. Click OK when
you are done.

To change the Paper Size and Paper Orientation:

. Click on the Paper Size tab Page Setup HE
Click here to change the Vergns Paper ize | paper source | Layaut |
size of the paper you want to R ro
use_l_ega' Size (81/2 X 14 iLetter 15 102 11 0y =
inches) is the most common with: 8.5" & —
other option. Height: TG - —

!"OriEntatiDn" ........................................... j—

Portrait —
whether you want your Landscape
document to be set up in / =
Portrait mode (hOW this Apply ko IWthe document :J
handout is set up) or
Landscape mode (like

turning the document on its i o | 1
Default. .. QK Cancel

side)
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Inserting Clip Art into a Document

CONNECTING PEOPLE WITH THEIR POTERTIAL

your document.

To insert a picture from the Clip Art Gallery:

Clip art is another name for a picture or drawing. Adding pictures to your text is
another great way to help you get across your message, make your document more
interesting to look at, and allow you to express your creativity.
Word comes with a Clip Art Gallery: a collection of pictures ready to be inserted into
A/ Microsoft Word - Clip Art _ =] x
M!’E Format Tools Tsble Window Heln =18l x|

1. Click on Insert in the

Menu bar.

2. Point to Picture in
the Insert Menu.

3. Click on the Clip At —— -

option.

J—
D= &

Break. ..
Page Numbers. ..

Date and Time. ..

Morrnal A

IEI q f AutoText
: [*RI1=13 Field...

P ﬂ Symbal...

ﬂ ﬁ Comment

Footnote.. .
Caption. ..
Cross-reference. .

Index and Tables. ..

Fils...
o Objet...
Bookmark. .

W Hyperlink,..  Cr+k

oo |8 B

BB 1w -3

BIruls== = O-2-A-

o T 4 I

b AT ey

[5] From Fils....
@ Autashapes
Al wordart,.,

u Chart

=|=lE =]«
“D[aw- I3 &|Agt05hapes- Y DOJ\&-J-

A-==E8@

[Page 1 Sec 1 11 |aE 4

48 Start || BIF Microsoft word - Cii...

Ln 18 Col 1

ABEEES

Page 20



Ei Microsoft Clip Gallery 3.0

The Microsoft Clip
Gallery opens.

. Alist of categories —»

appears on the left
side of the window.

. The pictures —— |
belonging to that
category appear on
the right side of the
window.

Clip Art

Acadenic
Anirmals
Buildingz
Cartoons
Entertainment
Gestures

People at work,
Plants

Screen Beans
Shapes

Select the picture
you like and click

Edit Categories... |

Househald
nidustry

Signz
Sportz & Leizurg
Tranzporkat

NE=s

(2

i@ Pictures | ounds |'E;n

Mideos |

Clip Properties...

) =l more clip aft

™ Magnify

Clip art in this
cateqgone: 77

Scroll dovT o view

on the Insert

|Elip Art Keywords: Dove Love Peace

hiitton

Import Clips... | @[
|

A

. After you click on Insert, your

—

picture appears in the document.
You can move it, make it smaller,

make it larger, or delete it.

. To resize the picture, point to a
corner until your mouse pointer

looks like a double-sided blac

k

arrow. Hold your mouse button

down and drag the mouse to
resize.

T

Notice: the Clip Gallery only a
few pictures for you to choose
from. More pictures are located
on the MS Office CD-ROM.
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To insert a picture from a website:

4 America Online - [Musée d'Disay - Collections]
‘window Sign Off  Help

= 2 &
fail Center Print My Files y AOL Favorites | Intemet Channels People

[l Q http: fhner musee-orsay ir G081 IOREAY orsayghihtml nsiBy+Filename/mosimple

1. Find a picture Musée d’Orsa
that you like on a history of the collections
Web Site. oreword | the build

ew media | public

2. Rest your mouse
on the image.
Click the RIGHT — | ‘ __
button of your G i

Saye Taiael s

mouse on the ; .

image. Select oy oo B
Copy from the DR e :

i _ |
m e n u th at Add to Favorites.
# Start|| & America Online - [Mu._ Properties RS GEE 305 P
appears.
W Microsoft Word [=12]=]

File Edt Uiew Insen Fomat Tooks Table Window Help |

3. Now, open up DEHERY L =BT o @&
Microsoft Word. Marmal = Times New Roman = 10 v‘ B 5 O HEE

dl Documentd

4. Click your RIGHT
mouse button
somewhere in :
the document. : L
Select Paste : > “ET—

from the menu. g

_# Draw Table

Define

[Page 1 sec 1 [T 1l ol FEC [k B eva] e
iﬁlalll & amenica Online - [Musés d' ”'!! Microsoft Word A EAE R 213PM
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5. Your image will
now appear in the
document. You
can resize it, move
it around, add text
to it, or print it.

W Microsoft Word - Document3 [-]5]=]
¥] File | Edit Miew Insert Format Tools Table Window Help =18 ;||

DR SRy iead|vo-o |

Mormal = Marigold

[t]

Hagpy Birthday, mom! 1 thought you might
3790 S WSS S N § N S) 1 PO R X1 0

B EED
[Page 1 =ec 1 i1 [aes ne coiz | [REC[RE B0 R R S

M Start| A America Oniine - [Musée d. |77 Micrasoft Word - Doc... A ETAEEE S 322 P

You can also copy and paste text from a Web site into Word.

Open Word.

Bonp =

menu.

o

Highlight the text you want to copy on the Web page.
Right-click on the selected text and choose Copy from the menu.

Right-click somewhere in the document and choose Paste from the

The text from the Web page will now appear in your Word document.

“B Remember - If you find information on your topic on the Internet, you
still need to state where your information came from (just like you
would with a book) and you need to put it into your own words.
Although it is easy to copy and paste text from a Web site into a
Microsoft Word document, the words did not come from you.
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To insert a graphic that is saved on your computer: Remember saving graphics
from the Internet? Now you can use them in your documents!

5l Document 1 - Microsoft Word == x|
| Bile Edic iew

wert Format Tools Table Window Help |

JNormaI Break... | B F U ”%g ==
Date and Time. .. ®| e .|% =
Fodtoote... - | 55! | Document1 - .
%yperl\_nk... ChrHk nnF\E:... j
o AutaShapes
1. Click on Insert e
2. Scroll down to :
Picture :
3. Scroll across / :
and down to :
From File : S
]
2
. =]
4. Find the lc_)Catlo_n Of Look in: My Pictures j - | & X ~ Tools
the graphic. Mine is B [ zonees =
in the folder My ¢ W | s 950113-001 _
. %" Camp Telecorn 2001 Group Picture
Pictures. & CIFF in Clouds

g Diagonal Sand
4 ICEBERG
Y keyboard-w2

ﬂ' Lily Picture

#if NE360BaseballGloveFloatEal_d

W
&Y pO007
ﬂ' Sample

ﬂ" Srnokey Light

#Y VINCA

#Y YOSEMITE

5. Scroll down to the
desired graphic.

It will be highlighted

and it will show up in

the window box.

U,

6. Press Insert.

File name: [
T

Files of type: IAII Fictures
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6. Your graphic will
now appear in
the document.
You can resize it,
move it around,
add text to it, or
print it.

Text — Wrapping

-1

lsix]
JEiIe Edt “ew Insert Farmat Tools Table Window Help
JNormaI + Batang - 24 v|B I g|§|§§§| = E£_§+§|v! A
DHa(ghy|i=2ad v-o @ BAOB=8 BT &=
JQ- -’|° |ﬁaFavor\tesv|gov|%|Documantl ..
CE R R S R Ry -
: MY SCIENCE PROJECT
B
El
7

E|A

JDLan [3 C-;|Agtoshapesv\ \DO‘|&'£'&'EiE.mv

[ Page 1 Sec 1 1 [ac 1" In1 co 15 |[rREC [tRe| BT [ove || CE

To have the text from your document wrap around the graphic, right click
the object and choose Format Picture. There are several options that
you can choose. The ones most commonly used are:

square or tight

Roller Coasters Exhibit at the Museum of
Science

Your own body becomes
the testing ground for an
exploration of physics in
this topsy-turvy traveling

exhibit. Get dizzy
investigating gravity and
lose your balance
exploring inertia — you'll learn so much it will make
your head spin. Along the way, you'll discover
thrillmasters' biggest secret: roller coasters rely on
visual sensations to create thrills.
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or

behind text

®
FOCUS
@ Children

Choose the option that you want and press OK.

Note - You can move the graphic around on the page by putting the
cursor over the graphic until you see a larger arrow pointing into two
smaller crossed arrows. Hold down the left button of the mouse. You will
now see open squares appear around the graphic. This means that you
can drag the graphic to the desired location on the page. Release the
mouse button when the graphic is where you want it.
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BOSTON DIGITAL BRIDGE FOUNDATION
L

Using Other Microsoft Word Features

CONNECTING PEOPLE WITH THEIR POTENTIAL

special effects for your text.

WordArt

1. Select the WordArt icon on the Drawing Toolbar.

JD[an [:;g G,

2. Select the style text
that you would like and
click the square.

>
Microsoft Word contains many other tools that can make your documents
more interesting. One of the most fun is WordArt. It allows you to use
Autoshapes ~ . w [ O [E] E”‘a"'i"-ﬂ
WordArt Gallery 2| x|
Select a Wordart style:
. I T W
WiondAut|yyordA \wordar, (Wordart [Woraart | 3
Wizt WordArt [WordAet (w072 |Worilet | 2 w
W wordart | -Wore Art u""ﬂe*{lﬂ[‘i .
Worddet [WarGAve | Wordet | Wisilhg [l | W
g = T I
| (04 I Cancel |
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' ?
3. A box will pop up for you to SAMaiaES 2]

Fonk: Size:

enter the desired text. [ el Bl <[ -] B| 7]
Click on Your Text Here Text:
and type the words you
want.

our Text Here

ok Cancel

4. Your typed words will show My @@ﬁ@m@@ @[ﬁ@ﬂ@@[@

up on the document.

6. You can edit it by using the WordArt Toolbar. You can change the
color and shape of the letters. You can make it go make it go up and
down on the page (vertical) or you can spin it around with the rotate
button. Try the different buttons and see what they do. Remember
you can always undo with the button on your standard toolbar!

* WordArt ]
‘|EditTe5t...||§5ynbcGE|KE§E§‘H
hv] > 0O 0 0 O E T EFE O
5 52822585582
- = £ © < o = E'G
o T © & 2 o @ ®
o OegPrgIIsa
c c =)
@ t o =g =
+= <
c < W < B
o T & -
‘;3 —
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Another useful tool is the text box. You can move text easily or attach it
to a graphic by putting it into a text box.

1. Select the Text Box icon from the Drawing Toolbar.

JD[an[::ng AutoShapes = ™. "w [ 4|E|&v£vi_‘!

2. Your cursor will be come a —. Slide the mouse and a box will
appear with the cursor inside.

T

3. Type or paste the information you want in the box.

yd
A This iz a picture of a Vorkshire Tenler, A

L

4. You can now format it as you would like — font size, color, etc.

5. To attach the text box as a caption for a picture,
move it under the graphic. Holding down the
shift key click the graphic so that both are
surrounded by outlined boxes. Use the draw
pull-down menu and select Group. Your
graphic and text box will now move together.
To separate them, click the object and select
Ungroup from the Draw menu.

Mv pet doa
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BOSTON DIGITAL BRIDGE FOUNDATION

Proverb Exercise

CONNECTING PEOPLE WITH THEIR POTENTIAL

This practice exercise will help you bring together all the skills we have learned in
Microsoft Word.

Proverbs are short sayings that make special observations about life. Most people
have a favorite proverb that has special meaning to them.

1. Choose a proverb that has special meaning to you.

2. Type this in to a new Word document.

3. lllustrate your proverb in any way that you feel is appropriate--you can use clip art,
word art, or create a text box.

4. Save your proverb illustration with the file name proverb and print a copy.

Below is an example of a proverb with an illustration that Juan, a community
organizer in my office, came up with!

“When spider webs unite, they can tie up a lion”
Ethiopian Proverb
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